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State of Tennessee — Edison Project
End User Training Materials — Workforce Administration Training Addendum

Hiring a Part-Time Employee in a Part-Time Position (Use Hire a Person — Jane
Smith (page 61 of WFAD Training Manual) script with the following changes)

The process for hiring a Part-Time Employee is almost the same as hiring a Full-Time
Employee. The major differences are found on the Job Information tab, Payroll tab, and
Compensation tab.

The State of Te e's Enterprise Resource Planning Solution

My Links | Select One 'I Search

Logistics

Home|Waorklist|Sign out

Benefits Finance Procurement Welcome

Mew Window | Help | Customize Page | o5 2

[ Work Location j" Job Information Y Job Labor j Payroll | Salary Plan ) Gompensation |

Buick Washington EMF (13 00125889 EmplRcd # 0.
Find First [4] 1 or 4 (¥ Last
Effective Date: 11i01/2007 Effective Sequence: 0 (] Job Indicator:  Primary Job
Action | Reason: Data Chg Conversion Current
Job Code: 079837 Entry Date: 11/01/2007

Supernvisor Level:

Supervisor ID:
Reports To: 00123961 00144087 Florida Bentley
RegularTemporary: Career Full/Part: Part-Time
Empl Class: 021 j' *Officer Code: ad
Reguilar Shift: IIA Shift Rate: I ] l_
cl ified Indc: Classified Duties Type: l_ a
Standard Hours: 20.00
Work Period: w Weekly
FTE: 00000 [ Adds to FTE Actual Count? I~ Encumbrance Override -

Contract Number: I a, Contract Type:

Next Contract Number

» EE ysp -

[T [ 3@ meernet [® 100+~ 4

On the Job Information tab, the Full/Part field must say Part-Time. This field is
defaulted from position information, and should default to part-time if the position is set
up a part-time. The Standard Hours field should be populated as 20 hours for all
employees who are part-time. Also, the Work Day Hours field located under the USA
flag should be populated as 4 hours.
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ten

The State of Tenne

My Links | Select One: ¥| Search

Logistics

Home|Worklist|Sign out

Welcome

Finance Procurement

Benefits

Mew Window | Help | Customize Page | B, =]

| Work Location ' Job Infermation | JobLaber | Payroll Y SalaryPlan | Compensation |

ID:  Do125880 EmplRed# 0
Find  First 4] 1 or1 [ Last

Buick Washington EMP

Payroll Information

Effective Date: 11/01/2007 Effective Sequence: 0 ] Job Indicator:  Primary Joh
Action | Reason: Data Chg Conversion Siinant
Payroll System: Payroll for North America Absence System |Absence Management j
— . emillontly 7 Day Sunday-Satl  Holiday Schedule:  JHOLSCH L TNHoliday

Empioyee Type:  [H & Hourly *Tipped: Not Tipped
FICA Status: ISubJed vl

ax Location Code: [T L tennessee

GL Pay Type:

Combination Code: Edit ChartFields
Pay Group: 758 Q Semi-Monthly 7 Day Sun-Sat

Use Pay Group Value
P a

Eligibility Group:
Exchange Rate Type: i Q
Use Rate As Of: 5 I_ Q
Job Data Employment Data Earnings Distribution Benefits Program Participation ‘
Savel £\ Return to Saarchl [=] Notify | Previous tab | (= Mext tab | | 4 Refresh | | 5[ Update/Display | A Include History | [E* Correct History I
ol i Lok lof; b Lok | ok, Lol =1} tH i
T T8 [ mmernet [Himow - 4

On the Payroll Tab, the Employee Type field must be populated with an ‘H’ to identify
that the employee will be paid Hourly. If the field is not populated with an H for Hourly,
then it can be changed by the person entering the transaction. This would be done by
using the lookup (magnifying glass) next to the Employee Type Field and then selecting

Hourly.

A24.a6.1
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The Stal

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out]

Welcome Kathy Clowers

Logistics

Finance Procurement

Mew Window | Help | Customize Page | &5

|/ Work Lecation  Job Infermation | JobLaber ' Payoll | SalaryPlan § Compensation

1D: 00125889 EmplRed# 0

Buick Washington EMP
ICompensation Find First [ 1of1 ] Last
Effective Date: 11/01/2007 Effective Sequence: 0 E-»j JobIndicator:  Primary Job
Action / Reason: Data Chg Conversion Current
Compensation Rate: 16,550 Iﬁ C,  "Frequency: IH_ O, Hourly
[
(3

Default Pay Components

Customize | Find | #  First ] 4 011 [ Last

Amounts Controle Changes Conversion
*Rate Code Seq Comp Rate Currency Frequency Percent

1 [MarRLY @ [0 ] 16.550000 [osbla [A @ =

L
TCalculale Compensauon |

Job Data Employment Data Earnings Distribution Benefits Program Participation

B save | &, Return to Search | [=] motify | Previous tab| (=5 Nexttsb | #%s Refresh isplay | Z Include History | [ Correct History |

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

[ 3] mtemet S

On the Compensation tab, make sure that the Rate Code for the compensation is
NAHRLY — North American Hourly. Make sure that you enter the compensation as

an hourly dollar amount.
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Jedison

Hiring a Part Time Employee in a Full Time Position

Agency HR staff will be responsible for entering personnel actions when an Employee
assigned to a Full Time position is hired on a Part Time basis.

Home|Waorklist|Sign out]

My Page Payroll HR Benefits T&L ELM Welcome ten_trn_hr
13

Mew Window | Help | Customize Page | 5, ~|

|/~ Work Location Y Job Information j” JobLabor j  Payroll | SalaryPlan j Compensation |

Buick Washington EMP 1D: 00125888 Empl Rcd#: 0

Find  First 4] 1 or1 [ L ast
HR Status: Active Payroll Status:  Active - E]
*Effective Date: 1110112007 [ sequence: I 0 0 Job Indicator | Primary Job j'
Action / Reason: |Hire =l |Repular Executiveiton-Career =l

Current
Last Start Date: 08/09/2004 Termination Date:
Expected Job End Date El ™ End Job Automatically
v 23964 aQ Position Entry Date: 11/01/2007
Override Position Data | I~ Position Management Record

Regulatory Region: USA United States
Company: ™ State of Tennessee
Business Unit: 34501 Human Services
Department: 3454910520 Child Care Assessment Department Entry Date: 110172007
Location: 057 Madison County

Establishment ID: 47100000 QU state of Tennessee

Date Created: 121112007
Job Data Emplovment Data  Earnings Distribution Benefits Program Participation ‘
Save | O Return to Search | [=] Notify | /2y Previous tab Nexttab | % Refresh JE| UpdateMisplay | ] Include Histary | [5 Correct History | |

Waork Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

-

[ [ 3] ntemet [®we -~ 4

The Override Position Data button will need to be selected to make changes to several
fields in Job Data to clearly indicate the employee is Part Time.
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The State of Te

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

Finance Procurement Logistics Welcome
Mew Window | Help | Customize Page | 5, 2
| Work Location ! Job Information ‘( JobLabor Y Payroll byl Salary Plan ';' Compensation |
Buick Washington EMP I0: 00125889 EmplRcd # 0.
Job Information Find  First ] 1of1 M Last

Effective Date: 11/01/2007 Effective Sequence: 0 [:j JobIndicator:  Primary Job

Action | Reason: Data Cha Conversion Current

Job Code: 079637 Entry Date: 11/01/2007

Supervisor Level:

Supervisor ID:

Reports To: 00123961 00144087 Florida Bentley

RegularTemporary: Career Full/Part: IPEH'T‘W'E :I‘

Empl Class: 021 :I' -

Regular Shift: 1Y Shift Rate: I 1 I

Cl i Indc: Classified Duties Type: l_ Q

Standard Hours: |2D_UD

Y kly
FTE: 500000 I7 Adds to FTE Actual Count? I” Encumbrance Override =
Contract Number: | Q Contract Type:
MNext Contract Number |
b E= ysa -
[ 3] mteme S

Once the Override Position Data button has been selected, changes can be made to
the Full/Part Time (select Part Time) field and Standard Hours field (enter “20” hours)
found under the Job Information tab. Also, under the USA Flag, the FLSA status field
value should be set as “Alt OT” and the Work Day Hours field should reflect “4” hours.

4 EUT Mat HR100 AddendumV2 D-A.24.a.6.1 Final TNR A.24.a.6.1
Date: 7/24/08 Page 6



State of Tennessee — Edison Project
End User Training Materials — Workforce Administration Training Addendum

Home|Worklist|Sign out

Benefits Welcome

Mew Window | Help | Customize Page | B, =]

| Work Location ' Job Infermation | JobLaber | Payroll Y SalaryPlan | Compensation |

Buick Washington EMP 1D: 00125889 Empl Red# 0
Payroll Information

Effective Date: 11/01/2007 Effective Sequence: ] m Job Indicator:  Primary Job

Action | Reason: Data Chg Conversion Current

Payroll System: Payroll for North America Absence System Absence Management ﬂ

Semi Monthly 7 Day Sunday-Saty  yoliday Schedule:  [HOLSCFCL  ThHaliday

Hourly *Tipped: Not Tipped =]
Q. tennessee FICA Status: Subject -]

Employee Type:

ax Locauon

GL Pay Type:

Combination Code: Edit ChartFields

Pay Group: ,?SS—Q Semi-Monthly 7 Day Sun-Sat
Use Pay Group Value

Eligibility Group: ¥ Q

Exchange Rate Type: i l_ Q

Use Rate As Of: 2 I_ a

Job Data Employment Data Earnings Distribution Benefits Program Participation ‘

m —ave + urn o arcl otr TEVIOUS lal el .eires
& s 4, Return to Search Noti (£ Previous tab | (= Nexttab | | @ Refresh

play | A Include History | [E# Correct History I

-

T T8 [ mmernet [Himow - 4

ok | oo | ok 1of bop | lob | obocl Doscoll | =11 m

On the Payroll tab, the Employee Type field should be “H” to reflect an hourly
compensation rate.
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The State of Tt s Ente el o Solutior
My Links |Select One 'I Search Gol Home|wWaorklist|Sign out]

Logistics

Finance Procurement Welcome Kathy Clowers

Mew Window | Help | Customize Page | &5

| Work Location by Job Information | Job Labor by Payroll ¥ Salary Plan Y Compensation

Buick Washington EMP ID: 00125889 EmplRed# 0
ICompensation - Find First [ 1of1 ] Last
Effective Date: 11/01/2007 Effective Sequence: 0 [j] JobIndicator:  Primary Job
Action / Reason: Data Chg Conversion e
Compensation Rate: 16,550 Iﬁ C,  "Frequency: IH_ O, Hourly
[
(3

Customize | Find | #  First ] 4 011 [ Last

Amounts Controle Changes Conversion

*Rate Code Seq Comp Rate Currency Frequency Percent
1[HAFRLY @ [0 ] 16.550000 s, [Ao@ |
L
L alculate L.".'\TIL'EW'Eﬁ']I'I I
Job Data Employment Data Earnings Distribution Benefits Program Participation ‘
Save | &, Return to Search | Motify | Previous tab| (=5 Nexttsb | ¢4 Refresh | JE Update/Display | Z Include History | [E# Correct History |

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

[ 3] mtemet S

Finally, under the Compensation tab, the Rate Code should be entered as “NAHRLY”
and the Compensation Rate field should reflect an hourly dollar amount.

Note*

For existing Full Time Employees who are changing to Part Time, the personnel action
will be initially entered through the TN Job Data Change Request page and later
entered into Job Data by DOHR. Once DOHR has entered the personnel action in Job
Data, it is the responsibility of Agency HR staff to review the Full/Part Time, Standard
Hours, FLSA Status, Work Day Hours, Employee Type, Rate Code and Compensation
Rate fields for accuracy.
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edison State of Tennessee — Edison Project
e End User Training Materials — Workforce Administration Training Addendum

Separations (page 379 of WFAD Training Manual)

When separating an employee in Edison, it is not necessary to hold the separation until
the end of the Pay Period. Separations can be entered in Edison as they happen or as
the documentation is received by the HR Office. Separations should always be entered
through the TN Job Data Change Request page with an effective date of the last day
worked plus one day. For example, if an employee’s last day worked was June 2, the
effective date of the separation should be June 3.
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edison State of Tennessee — Edison Project
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Employees changing 28-day schedules

When an employee on a 28-day schedule (28A or 28B) needs to change to a different
28-day schedule, they will temporarily need to be placed on a 14-day schedule to
account for the 2 week difference in schedule starting dates. The following process
Assumes an employee is transferring to a position having a different 28-day Schedule
and illustrates the steps you need to take to complete this process.

e's Enferprise Resource Planning Solution

The State of Te
My Links | Select One vI Search

My Page Payroll HR Benefits ELM Welcome
3

Home|Worklist|Sign ouf]

New Window | Help | n[%

Job Change Request
Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |'{_Add a New Value |,

Request ID: |beginsww1h;“

EmpliD: | begins mlhj' Q

Empl Red Nbr: |= =l

Business Unit:| begins with L“ e}

Department: | begins with || a
Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

[ I I B B = e EN

Open up the TN Job Data Change Request page for the effected employee. Select the
Add a New Value tab.
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The State of Ter

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

e's Enferprise

My Page Payroll HR Benefits ELM Welcome
3

New Window | Help | &,

Job Change Request
[ Find an Existing Value | Add a New Value |
RequestID:IuE:

Add

Eind an Existing Value | Add a New Value

[ 3] mtemet 0% v

Leave the Request ID as NEW and click the Add button to begin entering your request.
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The Stal

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

My Page Payroll HR Benefits ELM
3

Welcome

Mew Window | Help | Customize Page | 5, 21

|/~ Job Change Request {_ Approval Stalus |

RequestID: NEW

Requester: ten_trn_hr

Request Date: 05/28/2008

*Action: I_ Q
*Reason Code: I_ Q
sempio:[ QU emplreas] 0@
*Effective Date: [05128/2008 5]
Expected JobEnd Date:] [0
*Position Humber; I_ Q
*Pay Group: I_ Q

Current Job Data Proposed Position Data

HR Status:
Payroll Status:
Position Number:
Business Unit:
Department:
Location Code:
Job Code:
FulliPart Time:
Standard Hours: -

Done l_ l_ ’_ ’_ l_ W @ Inkernet [ ®o0 - S

Once the Job Change Request page is open, you can begin entering information.
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The State of Te

urce Planning Solution

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

3

|/~ Job Change Request {_ Approval Stalus |

My Page Payroll HR Benefits T8I ELM

Welcome ten_trn_hr

Mew Window | Help | Customize Page | 5, [

RequestID: NEW
Requester: ten_trn_hr

Request Date: 06/11/2008

“Action: Iﬁ A Transter
*Reason Code: W @ internal Transfer
“Empin: [00134233 @ Empi Reas:
Effective Date: [08101/2008 [5)

0% Montana Cadillac

Expe: Joh End Dater | IE]

*Position Humber: IUUUUBS'IS Q

*PayGroup:ISM . 51 28 Day Schedule - Group 1

Current Job Data Proposed Position Data
HR Status: Active Active
Payroll Status: Active Active
Paosition Number; 00006624 QoooGE18
Business Unit: 34901 Safety 34901 Safety
Department: 34980301701 THP District 7 3490301101 THP District 1
Location Code: 068 Perry County 062 Menroe County
Job Code: 038631 038631
Full/Part Time: Full-Time Full-Time
Standard Hours: 40.00 40.00 hd

TT T T @

H100% v g
Enter the following information on the request:

Action: XFR — Transfer

Reason Code: INT — Internal Transfer

EmplID: Employee ID for Employee affected by Schedule Change

Position Number: Position Number for the position the employee is transferring into
Effective Date: The day after the last day of the 28-day schedule

Pay Group: S14 — Semi Monthly 14 Day Employee

Then scroll down towards the bottom of the page.

A24.a.6.1
Page 13
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The State of Te

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

Benefits

Welcome ten_trn_hr

Standard Hours: 40,00 40.00 =]
Reports To: 00057294 00057134

RegularTemporary: Career Career

Company: Ih State of Tennessee TN State of Tennessee

=Work Day Hours:l 8.00 ~Empl Class: ID?S Q,
*Officer Code: I Regular  >| =gmployee Type: I Salaried -
Elio Eld A4 a0 :Jj":lﬂ')‘l Q E“gF]d 3: Q

giia Fa 4 Q Eiig Fla 5: | Q Elig Fid 6: Q
glig Fd 7:| 2 Elig Fid & Q Elig Fid 9: Q

Customize |Find | B First 4] 4 o1 [ Last
Rate Code Seq Comp Rate Currency Code  Frequency Percent
1NAMNLY 0 3247.000000 UsD M

Customize | Find | 8 First |*_| 4 nfd L"_| | ast

Rate Code Seq Comp Rate gur%{ Freguency Percent
‘IINAMNLYQ 0 324700 usD @ |r~1 Q; =

Please review the default data in the NEW INFORMATION column. Does this request require any changes to the information shown?
Yes I

If you answered yes, please include justification for an override of position data in the justification box
below.

Justification
Please include all justification for the proposed personnel action

| -

[ 3] mtemet S

Work Day Hours: Enter (verify) the appropriate number of hours for this position
Empl Class: Enter (verify) the appropriate Employee Class

Officer Code: Enter (verify) the appropriate Officer Code

Employee Type: Enter (verify) the appropriate Employee Type

Rate Code: Enter the appropriate Rate Code

Comp Rate: Enter the appropriate Comp Rate

Frequency: Enter the appropriate Frequency

Then scroll down to the bottom of the page.
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The State of T 's Enterprise Resource Plar

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out
My Page Payroll HR Benefits T&L ELM Welcome ten_trn_hr
3

Eg Aa .| e Eiig Fid & Q Elig Fid 9: Q

Customnize |Find | 8 First 4] 4 or1 [ Last

Rate Code Seq Comp Rate Currency Code  Frequency Percent
1 MNAMNLY 0 3247.000000 usb I

New Rate Code(s): ; B First [ 4 or [ Last

Rate Code  Seq CompRate g‘;‘%‘”‘ Frequency  Percent

1|NAMNLYQ 0 3247.00 usD @, m Q =

Please review the default data in the NEW INFORMATION column. Does this request require any changes to the infermation shown?

Yes [
Ifyou answered yes, please include justification for an override of position data in the justification box
below
Justification
Please include all justification for the proposed personnel action
| |

Salary Plan: |

Save Only | I Save & Submit | I
[=] Hotify | [E Add | Update/Display

Job Change Request | Approval Status

-

[ 3] mtemet BL00% v 4

Click the Save & Submit button to submit the request for Approval.
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You will now need to submit another request to place this employee in the appropriate
28-day schedule.

The State of Te utior
My Links | Select One 'I Search Gol Home|Waorklist|Sign out]

My Page Payroll HR Benefits ELM Welcome
»

s Enterprise Resource Planning

New Window | Help | ,E

Job Change Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value | Add a New Value |,

RequestID:  [begins with ]|

EmpliD: [begins with =] Q

Empl Red Nbr: [= =

Business Urn'l:l begins with ;“ Q

Department: |begins with j' Q
Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

[T [ 3@ meernet [® 100~ 4

Open up the TN Job Data Change Request page for the effected employee. Select the
Add a New Value tab.
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The State of Ter

e's Enferprise

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

My Page Payroll HR Benefits ELM Welcome
3

Mew Window | Help | /5
Job Change Request
[ Find an Existing Value | Add a New Value |
RequestID:IuE:—

Add

Eind an Existing Value | Add a New Value

[ 3] mtemet 0% v

Leave the Request ID as NEW and click the Add button to begin entering your request.
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The Stal

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

My Page Payroll HR Benefits ELM
3

Welcome

Mew Window | Help | Customize Page | 5, 21

|/~ Job Change Request {_ Approval Stalus |

RequestID: NEW

Requester: ten_trn_hr

Request Date: 05/28/2008

*Action: I_ Q
*Reason Code: I_ Q
sempio:[ QU emplreas] 0@
*Effective Date: [05128/2008 5]
Expected JobEnd Date:] [0
*Position Humber; I_ Q
*Pay Group: I_ Q

Current Job Data Proposed Position Data

HR Status:
Payroll Status:
Position Number:
Business Unit:
Department:
Location Code:
Job Code:
FulliPart Time:
Standard Hours: -

Done l_ l_ ’_ ’_ l_ W @ Inkernet [ ®o0 - S

Once the Job Change Request page is open, you can begin entering information.
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The State of Ter e's Enterprise Resource Plannit

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out

My Page Payroll HR Benefits ELM Welcome
3

Mew Window | Help | Customize Page | 5, [

|/~ Job Change Request {_ Approval Stalus |

RequestID: NEW
Requester: ten_trn_hr

Request Date: 05/28/2008

“action:[PTA| @ pata Change
’ReasonCode:'Wq Pay Group Change

*Empiip: 00134233 Empired#:| 0O Montana Cadillac
*Effective Date: IUEJ'I 512008 [=)
Expected Job End Date:| El

OO NOTOET [ o oo

*Pay Group: |PBE' 2 5128 Day Schedule - Group 2

Current Job Data Proposed Position Data
HR Status: Active Active
Payroll Status: Active Active
Position Number: 00006624 Qo0oGE24
Business Unit: 34901 34901 Safety
Department: 34980301701 THP District 7 3490301701 THP District 7
Location Code: 068 068 Ferry County
Job Code: 038631 038631
Full/Part Time: Full-Time Full-Time
Standard Hours: 40.00 40.00 hd

Done

[ 3] mtemet 0% v

Enter the following information on the request:

Action: DTA — Data Change

Reason Code: PAY — Pay Group Change

EmplID: Employee ID for Employee affected by Schedule Change
Effective Date: The first day of the new 28-day schedule

Pay Group: 28B — SM 28 Day Schedule — Group 2

Then scroll down to the bottom of the page.
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's Enterprise Resource Plar

The State of Te

My Links |Select One 'I Search Gol Home|wWaorklist|Sign out
My Page Payroll HR Benefits ELM Welcome
3

Eilg Fla 4| X Eiig Fid & Q Elig Fid : Q =
Elig Fd 7:| 2 Elig Fid & Q Elig Fid 9: Q

Current Rate Code(s) Customize | Find | i First B 4 or1 [H] Last
Rate Code Seq Comp Rate Currency Code  Frequency Percent
1 MNAMNLY 0 3247.000000 usb I
New Rate Code(s): i mize | Find | i First 4] 10f1 ] Last
Rate Code Seq Comp Rate Currency Code  Frequency Percent
2l 0 ush

Please review the default data in the NEW INFORMATION column. Does this request require any changes to the infermation shown?

Yes [
Ifyou answered yes, please include justification for an override of position data in the justification box
below
Justification
Please include all justification for the proposed personnel action
| |

Salary Plan: |

Save Only | I Save & Submit | I
[=] Hotify | [E Add | Update/Display

Job Change Request | Approval Status

-

[ 3] mtemet BL00% v 4

Click the Save & Submit button to submit the request for Approval.
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Effective Date for Transfers, Promotions, Demotions and Reclassifications

Employees who are transferred, promoted, demoted or reclassified will be effective on
the first day of an FLSA period (which will be Sunday for 7SS Employees).

Review of Job Data for Mis-Matched Employees

A mis-match occurs when an Employee’s Job Code does not match the Position Job
Code. To mis-match an employee, DOHR must select the Override Position Data
button found on the Work Location Tab. Once the Override Position Data button has
been selected, the appropriate Job Code can be designhated on the Job Information tab.
However, if the Job Code field is changed, the FLSA status field value (found under the
USA flag) reverts to the FLSA status of the Job Code. This value needs to be changed
to “Alt OT.” Although DOHR staff should correct this value, it is the responsibility of
Agency HR staff to review all mis-matched personnel actions which have been entered
by DOHR and ensure the FLSA status field value is set to “Alt OT.”

Placing Employee on Division of Claims

Agencies will be notified when Sedgwick CMS approves an Employee’s placement on
Division of Claims. This notification from Sedgwick will be sent via email report to the
appropriate Agency staff on a weekly basis with an overall summary sent monthly.
Agencies should obtain their Appointing Authority’s signature to the weekly report and
submit a copy of the signed weekly report along with a copy of the Accident Report to
DOHR Technical Services (Mary Sanders or Phyllis McElhiney). In addition, a
personnel action will need to be entered into Edison (PLA/DOC) through the TN Job
Data Change Request page. It is imperative that this process be completed in a timely
manner due to the direct impact on benefits and payroll. DOHR must receive both the
signed weekly report and a copy of the Accident Report in order to approve the
personnel action.
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Purging ADA Information

Recording disability and ADA accommodations within Edison is at the discretion of the
Business Unit. If this information is maintained within Edison, it needs to be purged at
the point of an Employee’s termination, retirement or transfer to another agency.

ADA information can be purged by navigating to: Workforce Administration>Personal
Information>Disability>Disabilities. Enter either the EmplID or Employee Name and
click the Search button. You are now on the Disabilities page.

On the Disability tab, the “Disabled” block should be unchecked. Also, click the USA
flag and uncheck the “Disabled Veteran” block, if necessary. Next, click the Accomm
Request tab. Any information appearing under the Accomm Request tab, Request
Details section can easily be purged by clicking the delete row (-) button and confirming
the deletion of the selected row by clicking the “OK” button. Also, any information
entered under the Accommodation Option and Accomm Job Task tabs have now been
automatically purged. If more than one disability and accommodation has been
recorded, you will need to repeat the previous steps until all Accommodation Requests
have been purged.
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